. » ‘ i {
Approved For Release 2000/08/22 : CIA-RDP61-00274A000100180011-6
STATEMENT OF FUNCTIONS

PERSONNEL DIVISION (COVERYD)

1. The Chief, Personmel Division (Covert), shall:

Pevelop ard administer an efficient end economiosl personnel mensgesment
program relating to placement, processing, employee relations, and yecopds for

all covert persounnel of Central Intelligence Agency, vherevar situnted, apd cer~
2;1:3. evwgf feraaml engaged in administering snd servieing the covert functions,

“. B« Rormileting nev or revised policiss cedures _ e
prograns, both internal and externalj s procedures, standards, and

b, Ooordinating efforts of the Division with a)) other oporsting and
sdminietrative elemsnts of the Agency on setivities wf Oparating and
activity; Agency on setivities within its sphere of

¢. Advising and assisting operating officiale in selecting the proper
procedures to be followed to accomplish & speeific miosic | - insofar
es personnel mansgenment is concerned; sion or bask insofar

2%X1C4a

2. The Ohief, Ruployse Relstions Branch, shall;

Develop an efficient and sconomical progran designed 0 crea maintain
Job and environmental sstisfection of sll nmplomé, By meana éf:a sa
&, Providing a professional counselling service on sush mtte
- those relating to compensation, working conditions aployeewanplo v ”rela
sbipe, Pinenclal distress, recreation, and other personal mblm?w Hone
b. Conducting or coordinating speciel campeigns, appesls, meritord
svards progrous, performance evaluation programs, qum"smm :
progreus, or other iike activities as approved or direstad by higher authority,

3. The m@f’ Cverseas W’:hp shall:

25X1C4a

be Providing personsl services and personnel isformatio
| N necessary
:u ine.b.m appropriate individusls to accomplish their foreign assignments,
noeluding, but not limited to » employment contracts, pessports » bome leave,
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living conditions st pust of duty, living and quarters allowances, corpen-
sation mt?eras arising from injwry or {llness, and cover (including credit

¢. Maintsining current recards of overseas [N -2 C42
effect. pericdic pay imcreases, promotiocns, transfers,
reassigomments, demotions, and ssperstions; arranging for ail movements of

individuals eithe: ml &m mi initiation of ﬂisi’cchas

and Cﬂ)}&a,
k. The Chief, Placement Branch, shall:
|

Develop an efficient end ecomomicel initisl end ineservice placement progran
10 insure the best possible utilizetion of employee skills, apiitudes, experlence,
and treining, in & videly diversified field covering world-wide operations, by
neans of;

-

&. Receipt, review, and evalustion of formal applications for empioyment,
arrangssent for and evaluatlon of tests and assessments, and recommendetion
to operating officiasls to the most sdvantageous assignments;

t. Interviewing applicants and evaluating their capabilities and possibilt-
ties; :

¢. Adnmintotering & comprebansive ine-service placenent progeas by reviewing
files and qualification stendards and records pertaining to oneduty perscnnel
te locate specific zkills required for particular assigmmentis and meiing
proper recommendstions to opersting officials;

d. Maintslning copstant liamison with operating officials sc as Lo ve
curreatly aware of o ting requiremsnts and effect coordination of the
pre-planning of recruitment and placemant efforts to the greatest exienst
possible, including the fmplementation of a complete overseas rotation
programn; 1 '

e. Determining the | and prranging for epproprimte tests and assess-
ments of employees to affirm or deny patent or latent potentielities in
furtheronce of & program to lnswre meximum utilization of avallable 5k1ils;

gmlmﬁﬁmm tandards progran which

f. Developing snd maintaind, a g £1 oS 8
ﬁﬂsfﬁiwim ete,. gi’cg particulsr reference tc those g)oai‘hmm mcu}.:{m:
to the imtelligence fileld for which regular civil service standards o not
or can not apply. |

5. The Chief, Transactions and Records Branch, shall:

Bewlagp an efficient and economieal system of processing of applicants icr
entry on duty, effecting subsequent ¢changes in personsl status, and necessary
records and reports thumon, by means of;

8., Initiating requ@ata for security clearance as required;

|
i
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b. Hesping applic ts currartly advised as to status of proceselng
and scheduling entry duty date with attendant completion of all nscensary
forus, affidavits, and officlal docusments gonsunmating the appointaent
process; i

¢. Completing the necesssry official documents effecting spproved
promotions, reassimmdte, t.rmm, demotions, and resignations;

d. Mainteining pedessary records and preparing appropriate docunentc
fnd forms 1o effect periodic pay incredses and performance records;

e, Maintaining cwirent inventory of Tables of Orgenizationm;

£. Hendering such reports & sre reguired and suthorized;

g. Maintaiding the officisl employee files on all serviced elements;
h. Receiving, distributing, and dispatching all mail for the Division,
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SECRET

PRESENT ORGANIZATIONAL STRUCTURE OF COVERT PERSONNEL DIVISION

Office of
Chief
' . i
Employee , Transactions
Relations Overseas Plgcem‘;ﬂt And Records
Branch Branch ranc Branch
SECRET
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PROPOSED ORGANIZATIONAL STRUCTURE OF COVERT PERSONNEL DIVISION

Office of
Chief
Employee Relations
Staii
Placement Transactions
Branch And Records
Branch
Appointment Overseas Records
Section Section Section
SECRET
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NEW HIRE ROUTING SHEET

f DIVISION
NAME: OR

OFFICE:

ACTION OFFICE DATE DATE INITIALS
RECEIVED DISPATCHED

I | Position inventory, T&R

2] Processing Control Clerk

3| Correspondence Clerk

4] Processing Control Clerk

5] Placement Branch

6| Processing Control Clerk

7| Classification & Wage Administration Division

8 | Processing Control Clerk

9| Chief, PDC / Chief, Placement Branch

10 | Processing Control Clerk

Il | Correspondence Clerk

12} Processing Control Clerk

I3 | Correspondence Clerk

l4 ] Processing Control Clerk

I5 | Appointment Clerk

Security

Date initiated

Date received Type

——————ee .

Date received Type

Date received Type

Date received Type

CONFIDENTIAL E-X~P-E-D-I-T-E SECRET

FORM NO.
APR 1951 37-126 (TEST) . (4)
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| had

*’
NAME

TYPE OF ACTION

TAB DATE

REMARKS

2ND INTERIM LETTER

30 DAYS AFTER 1ST INTERIM

SECURITY FOLLOW-UP

60 DAYS AFTER 1ST INTERIM

3RD INTERIM LETTER

75 DAYS AFTER 1ST INTERIM

SECURITY FOLLOW-UP

90 DAYS AFTER 1ST INTERIM

FORM NO.
APR 1951 37-127 (TesT! PROCESSING TICKLER CARD (13)
NAME , OFF1CE [~ GRADE
CHARGED TO: ouT IN SECURITY
CORRESPONDENCE CLERK INITIATED:
PLACEMENT BRANCH RECEIVED:
CLASS. & WAGE ADM. DIV. RECEIVED
SIGNATURE: CPDC CPB RECE | VED
FORM NO. 37_12g (TEST) (13)

APR 1951

STATUS OF PROCESSING CARD

f
i
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CONFIDENTIAL EMPLOYMENT PROCEDURES CONFIDENTIAL
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TRANSAGTIONS & RECORDS CLASSIFICATION & WAGE APPROPRIATE PERSONNEL PROCUREMENT
CPERATING DIVISION FLACEMENT ERANCH BRANCH ADMINISTRATION BRANCH PLACEMENT OFFICER DIVISION
Initiates 1. Requisition Control 1. Pogition Inventory 1. Verifies job grade
_ Forwards a. Numbers a. Verifies T/0 slot| 2. Forwards
b. Forwards b. Forwards
Form Form
37-8 | o
1 1
2 2
a .

1] ‘ 1, Files by organization

1. Requisition Control
a, Distributes coples

Form
~ ﬂé%%grogo%t%gl /" . 37-8 1. .Initiates procurement

Form

— ’ 37-8

3

Advice of Control No.;
requisition in process|

1. Prccures epplicant

Form "—

37-8

1. Requisition Contrel
a, 2 Control Cards
b, All papers and

top card forwerde

<

All 1, Check qualifications
Papers 2, Check references Medi cal
3. Arrenge for testing, History
’ assessnent, interview
4. If reject, returm to
Pers. Procure. Div,
5, If considered quelified
forward with recommen-
dation
Accept or rejeet -
If accepted, return A1l
with Ferm 37-1 or P,
37-3, es applicable apers
A2 1. Rejects to Personnel
Papers Procurement Division
2, Accepts - close to
1. Reqnisition Contro processing after
CNotes sty fen praparing Form 27-123
trol Comy
b, Forwards Copy 1
[T I "Suspend'
“S;:p;z;j ‘ Requg'n
[meems Fm37-123 App't 1, Suspends requisition
I 21 File
11 "
1. Requisition Control 1. Appointment Clerk ’ Suspend
(4s ahove) a, When applicant EOD Fu37-123
b, Forwards Copy 1
"Oancol” | g rsengel”
Fn37-123 [Fm37-123 #E’;t 1. Caucels requisition 1, Cancels requisitio:
2
"Cancel" | "Cancel™
Frn37-123 Fm37-123
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